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cashier shall be accomplished as pre-
scribed by Financial Management Man-
ual 9650.

[54 FR 28235, July 5, 1989. Redesignated and
amended at 60 FR 47712, Sept. 14, 1995]

1813.403 Conditions for use.
(a) Imprest Funds may be used to

make local cash payments of $300 or
less for transactions involving—

(1) Small purchases and nonpersonal
services which are readily available for
delivery and do not require technical
specifications or technical inspection
and where direct cash payment will be
advantageous to the government;

(2) Travel advances and vouchered re-
imbursements for travel expenses (not
to exceed $500 for any one transaction);

(4) Postage stamps, parcel post, c.o.d.
postal charges, and local drayage;

(5) Reimbursement for the cost of of-
ficial local transportation and tele-
phone or telegraphic services; or

(6) Prepaid transportation charges in-
dicating f.o.b. shipping point which do
not exceed $100.

(b) Imprest funds shall not be used
for—

(1) Articles or services, particularly
repetitive items, which are available
from store stock inventories;

(2) Purchases of articles or services
in quantities or amounts covered by
mandatory sources of supply;

(3) Articles or services which are re-
stricted by statutory or regulatory
laws, i.e., newspapers and similar
items;

(4) Paying salaries or wages;
(5) Advances, other than those au-

thorized in 1813.404(b);
(6) Cashing checks or other nego-

tiable instruments;
(7) For money orders or personal

services unless authorized by the Di-
rector, Financial Management Divi-
sion, NASA Headquarters; or

(8) Paying for international ship-
ments or household goods shipments.

[54 FR 28235, July 5, 1989. Redesignated and
amended at 60 FR 47712, Sept. 14, 1995]

1813.404 Procedures.
(a) Receipt of material. (1) All material

purchased through the imprest fund
shall be delivered to a designated re-
ceiving activity. The receiver shall ex-

amine the material to ascertain that
the quantities and items described in
the procurement request and the sup-
plier’s sales document are present and
in satisfactory condition. If the mate-
rial is acceptable, the receiver shall
stamp the sales document ‘‘Received
and Accepted,’’ date and sign the docu-
ment, and pass it to the imprest fund
cashier for payment. In the absence of
a supplier’s sales document, a receipted
Standard Form 1165, Receipt for Cash—
Subvoucher, shall be used to record the
receipt of purchases made from the im-
prest fund and shall be processed in the
same manner.

(2) When it is not practicable to ob-
tain delivery of material at destination
on a c.o.d. basis, advance arrangements
may be made for the material to be
picked up. The imprest fund cashier
may then advance cash to an author-
ized individual to pick up and pay for
the material. Necessary certifications
of receipt and acceptance of material
shall be obtained on one of the docu-
ments as indicated in paragraph (a)(1)
of this section. Receipt for cash pay-
ment (see paragraph (c) of this section)
shall be made on the same document,
which will serve as the imprest fund re-
ceipt.

(3) When prior arrangements for pick-
ing up material are not practicable, the
imprest fund cashier may advance cash
to an authorized individual to make a
proposed purchase.

(b) Advance of funds. Individuals re-
ceiving a cash advance from the im-
prest fund cashier shall be required to
sign the ‘‘Interim Receipt for Cash’’
portion of Standard Form 1165. After
purchase has been made, the individual
will return any unused cash to the im-
prest fund cashier with the necessary
certifications of receipt, acceptance,
and cash payment, at which time the
imprest fund cashier shall void the in-
terim receipt for cash. Cash advanced
should generally be accounted for
daily, but may be advanced for a period
not to exceed five consecutive work
days.

(c) Certification of cash payment. (1)
The original receipt document (or a
copy tendered as the original) pre-
sented to the imprest fund cashier for
payment shall be stamped with a cer-
tification containing—
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(i) A statement that cash payment
was received in full;

(ii) The amount paid;
(iii) The date of payment; and
(iv) The signature and title of the

supplier or agent receiving the pay-
ment.

(2) Alterations or corrections to doc-
uments tendered for payment shall be
initialled by the person making the
change. Changes in the amount paid
shall be initialled by the individual re-
ceiving payment.

(d) Responsibilities of imprest fund
cashier. Pending receipt of material,
the imprest fund cashier shall keep a
file of procurement requests covering
imprest fund purchases. Before pay-
ment or acceptance of the document
tendered for settlement of an advance,
the cashier shall verify the necessary
certification of receipt and the suppli-
er’s billed price or the price paid. If the
supplier’s receipt for cash payment is
not obtained for a purchase of $15.00 or
less, the person making the purchase
shall complete and sign the cash re-
ceipt document indicating receipt of
funds from the imprest fund.

(e) Payments. (1) C.o.d. Upon presen-
tation of an authorized document with
the necessary certification of receipt
for supplies or services, the imprest
fund cashier or other authorized indi-
vidual shall pay the supplier or agent
and obtain the certification of cash
payment as required by paragraph (c)
of this section.

(2) Receipt from common carrier or post
office. When c.o.d. shipments are re-
ceived or picked up from a common
carrier or post office, the certification
of cash payment may be accomplished
on a list of the packages provided by
the post office or common carrier.
Such receipt shall be supported by cop-
ies of the applicable sales document, if
available.

(3) Periodic payments. When use of a
blanket purchase agreement is not
suitable and it is administratively con-
venient and agreeable to the supplier,
periodic payments from the imprest
fund may be made for supplies deliv-
ered on a repetitive basis, provided
that the accumulated amount of the
deliveries for the specified period does
not exceed the dollar limitation im-

posed on the imprest fund method by
1813.403.

(4) Failure to ship c.o.d. When mate-
rial is ordered c.o.d., but is shipped by
the supplier subject to payment by
check, Standard Form 1034, Public
Voucher for Purchases and Services
Other than Personal, may be used to
make payment. Under these cir-
cumstances, the receiver shall prepare
the necessary certification of receipt
and shall forward the receipted docu-
ment through the imprest fund cashier
for:

(i) Attachment of the supporting doc-
uments authorizing the shipment and

(ii) Submission to the disbursing offi-
cer for payment.

(f) Reimbursement of imprest funds. (1)
The imprest fund shall be reimbursed
in accordance with Financial Manage-
ment Manual 9650.

(2) When a supplier refunds cash be-
fore submission of the Standard Form
1129, Reimbursement Voucher, covering
the payment, the imprest fund cashier
shall accept the refund, return it to the
imprest fund, and enter the amount on
the original of the supplier’s receipt.
When refund is made after submission
of the applicable Standard Form 1129,
the imprest fund cashier shall enter
the amount on the retained copy of the
reimbursement voucher and promptly:

(i) Submit the refund directly to the
disbursing officer or

(ii) Deposit it directly on Standard
Form 209, Certificate of Deposit.

(g) Accounting. Recordkeeping shall
be based on simplified memorandum
records to permit frequent reconcili-
ation of funds and should show:

(1) The amount of cash received,
(2) The amount paid out, and
(3) The balance on hand at the close

of each day.

It is permissible to group numerous
small payments by numbering payment
documents and affixing to them an
adding-machine tape showing the total
applying to each grouping of payment
documents.

(h) Audits. The Financial Manage-
ment Officer of each NASA installation
having an Imprest Fund will perform
an annual audit of the advances and
disbursements made from the fund.
Documentation covering the annual
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audit is retained for review by the Of-
fice of Inspector General and personnel
of the Financial Management Division,
NASA Headquarters. The Office of In-
spector General, NASA Headquarters,
will conduct an audit of each Imprest
Fund not less than once every 3 years.
More frequent audits may be made
where, on the basis of past findings, the
audits have disclosed procedural defi-
ciencies.

[54 FR 28235, July 5, 1989. Redesignated and
amended at 60 FR 47712, Sept. 14, 1995]

Subpart 1813.5—Purchase Orders

1813.502 Unpriced purchase orders.
(a) NASA contracting officers shall

ensure that suppliers receiving un-
priced purchase orders are carefully se-
lected.

(b) Orders shall not contain an esti-
mated target unit price.

(c) Suitable local records and con-
trols of outstanding unpriced purchase
orders shall be maintained to ensure
regular follow-up with suppliers until
the order is priced. These records
should include any information avail-
able to support the fairness and reason-
ableness of the proposed monetary lim-
itation.

1813.505 Purchase order and related
forms.

1813.505–1 Optional Form (OF) 347,
Order for Supplies or Services, and
Optional Form (OF) 348, Order for
Supplies or Services—Continuation.

Optional Forms 347 and 348 or Instal-
lation-prescribed forms may be used.

[54 FR 28235, July 5, 1989. Redesignated and
amended at 60 FR 47712, Sept. 14, 1995]

1813.505–3 Standard Form 44, Pur-
chase Order-Invoice-Voucher.

The $2,500 ceiling for use of the
Standard Form 44 at FAR 13.505–3 is
raised to $10,000 for purchases of avia-
tion fuel and oil only.

Subpart 1813.70—Procurement
Request Overlay Method

1813.7001 General.
This method is an acceptable adjunct

to other simplified purchase procedures

and may be used in placing oral orders
when use of a BPA is too cumbersome
or no BPA exists. Each transaction is
recorded on a small form that attaches
to, becomes a part of, and overlays a
portion of the procurement request.
Suppliers’ delivery tickets are used as
additional supporting documentation.
Use of this method eliminates the ad-
ministrative requirements for prepar-
ing and mailing individual purchase or-
ders. This method may be used when
suppliers:

(a) Are willing to accept oral orders
and

(b) Can be reasonably relied upon to
fill them in accordance with the terms
of the oral transaction.

1813.7002 Limitations on use.

This method shall not be used if—
(a) The requirements of more than

one procurement request are to be
combined in a transaction;

(b) More than one delivery will be re-
quired (unless the requirements of a
single procurement request are to be
divided among several suppliers and
only one delivery per supplier is re-
quired);

(c) An installation-prescribed form or
Optional Form 347 has been utilized;

(d) It is necessary or desirable to in-
corporate specifications or other terms
and conditions in a written purchase
order;

(e) GSA Federal Supply Schedules
are to be used;

(f) Purchases are to be made from or
through other Government agencies; or

(g) The amount of the purchase is
over $2,500 (unless the purchase is made
under a BPA).

1813.7003 Procedures.

(a) After competitive selection of the
source (see FAR 13.106), the order may
be placed by telephone. Particular care
shall be taken to ensure that the sup-
plier agrees to accept the order with-
out written confirmation and that the
order number, item descriptions, quan-
tities, prices, and other terms and con-
ditions are clearly understood. If the
amount of the purchase does not ex-
ceed $300, the supplier should be en-
couraged to deliver c.o.d. (see FAR
13.403).
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(b) The supplier shall be given all
pertinent and specific instructions at
the time of placing the order, including
the installation’s methods of handling
charge purchases to be billed within a
period of one month or less.

(c) Upon placing the order, the con-
tracting officer shall (1) ensure that a
preprinted overlay form is affixed to
the procurement request and, if nec-
essary, after the overlay is filled in (2)
adjust the estimated unit and total
cost figures of the procurement request
to reflect the actual purchase price.
This shall be done by lining through
the original procurement request fig-
ures so that they remain legible. Any
other changes in the original informa-
tion of the procurement request to
make it conform to the facts of the
purchase shall be made in like manner.
The preprinted overlay form shall con-
tain at least the following information:

Order No.
Supplier (Name)
(Address, City)
(State, Zip)
Discount Terms
Delivery Date
Buyer
—
F.o.b. Destination
Procurement
Placement
Code
Action: procurement request line items

( ), ( ), (etc.) complete*
Total procurement request action: par-

tial,* complete*
Payment: cash,* charge*
—

(Contracting Officer Signature)
Date Signed
(*Circle as appropriate)

(d) The contracting officer shall sign
and date the completed overlay form
on the procurement request.

(e) The procurement request with
overlay shall be reproduced and distrib-
uted internally in accordance with the
installation’s local instructions to pro-
vide copies to the offices or activities
responsible for receiving and accepting
the merchandise, making cash pay-
ment, or processing charge purchases.

(f) In accordance with local instruc-
tions, copies of the supplier’s delivery
ticket received with the merchandise
shall be distributed to establish receipt
and acceptance of merchandise and
serve as a basis for cash payment or ob-

ligation of funds and subsequent pay-
ment of charge purchases.

[54 FR 28235, July 5, 1989, as amended at 60
FR 47712, Sept. 14, 1995]

Subpart 1813.71—Credit Cards

SOURCE: 54 FR 53630, Dec. 29, 1989, unless
otherwise noted.

1813.7101 Scope of subpart.
This subpart authorizes the use of

the U.S. Government Credit Card. (See
1870.4 for NASA procedures under the
NASA Credit Card System.)

1813.7102 Applicability.
This subpart applies to installations

that have elected to participate in the
credit card program by issuing a deliv-
ery order under the contract for Gov-
ernmentwide Commercial Credit Card
Service awarded by the General Serv-
ices Administration, Federal Supply
Service.

1813.7103 Limitations.
To use the GSA schedule contract, an

installation must take the following
actions before issuing a delivery order:

(a) Designate cardholders, approving
officials, a Contracting Officer’s Tech-
nical Representative (COTR), an Ad-
ministrative Office Contact, and a Fi-
nancial Management Office Contact.

(b) Establish procedures for covering
the contractor’s administrative fee.

1813.7104 Cardholders.
(a) Designation. The Procurement Of-

ficer shall determine the number of
cardholders to be authorized at the in-
stallation and shall designate individ-
ual cardholders based on installation
nomination procedures. The Procure-
ment Officer shall issue a delegation of
authority to each cardholder specifying
the authority being delegated and any
limitation on the authority. See 48
CFR (FAR) 3.104–4(h)(5) for procure-
ment integrity requirements.

(b) Single purchase limits. The author-
ity delegated to a cardholder shall not
exceed the small purchase limit in FAR
13.000. This authority is the limit for a
single purchase, which may include
multiple items as part of the same
transaction.
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(c) Limitation on designations. Card-
holders with authority for purchases
above $2,500 shall be warranted con-
tracting officers appointed under 1801.6.

(d) Training. (1) Cardholders with pur-
chase authority not exceeding $2,500
shall have completed 4 hours of train-
ing as determined by the cognizant
procurement officer.

(2) Cardholders with purchase author-
ity over $2,500, but not exceeding
$25,000, shall have completed the for-
mal training required by 1801.603–
2(e)(1)(iii)(A).

(e) Review. The Procurement Officer
shall establish a system for periodic re-
view of the credit card transaction
process, including a review of a sample
of purchases, to ensure that proper pur-
chasing procedures are being followed
and that internal controls to avoid
fraud, waste, and abuse are effective.

[54 FR 53630, Dec. 29, 1989, as amended at 58
FR 51138, Sept. 30, 1993; 60 FR 16059, Mar. 29,
1995]

1813.7105 Approving officials.

Unless installation procedures other-
wise provide for their designation, the
Procurement Officer shall designate
approving officials. The approving offi-
cial should be the cardholder’s super-
visor or a higher level individual. A
cardholder may not be an approving of-
ficial for purchases made by the card-
holder or the cardholder’s supervisor.

1813.7106 COTR.

The Procurement Officer shall ap-
point a COTR and notify GSA of the
appointment.

1813.7107 Administrative office con-
tact.

The Procurement Officer shall ap-
point an installation Administrative
Office Contact (who may be the COTR).

PART 1814—SEALED BIDDING

Subpart 1814.2—Solicitation of Bids

Sec.
1814.201 Preparation of invitations for bids.
1814.201–5 Part IV—Representations and in-

structions.
1814.201–6 Solicitation provisions.
1814.201–670 NASA solicitation provisions.

Subpart 1814.3—Submission of Bids

1814.302 Bid submission

Subpart 1814.4—Opening of Bids and
Award of Contract

1814.404 Rejection of bids.
1814.404–1 Cancellation of invitations after

opening.
1814.407 Mistakes in bids.
1814.407–3 Other mistakes disclosed before

award.
1814.407–4 Mistakes after award.
1814.408 Award.
1814.408–1 General.

AUTHORITY: 42 U.S.C. 2473(c)(1).

SOURCE: 61 FR 47079, Sept. 6, 1996, unless
otherwise noted.

Subpart 1814.2—Solicitation of
Bids

1814.201 Preparation of invitations for
bids.

1814.201–5 Part IV—Representations
and instructions. (NASA supple-
ments paragraph (c))

(c) Section M, Evaluation factors for
award.

(i) The contracting officer shall state
if award is to be made in the aggregate
(all-or-non basis) or by specified groups
of items.

(ii) if bidders are required to have
special technical qualifications because
of the complexity of the equipment
being purchased or for some other rea-
son, the contracting officer shall state
those qualifications.

1814.201–6 Solicitation provisions.

1814.201–670 NASA solicitation provi-
sions.

(a) The contracting officer shall in-
sert the provision at 1852.214–70, Cau-
tion to Offerors Furnishing Descriptive
Literature, in invitations for bids. See
FAR 52.214–21, Descriptive Literature.

(b) The contracting officer shall in-
sert the provision at 1852.214–71, Group-
ing for Aggregate Award, in invitations
for bids, except for construction, when
it is in the Government’s best interest
not to make award for less than speci-
fied quantities solicited for certain
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